
GUIDANCE ON IMPLEMENTATION 
 
 

GUIDANCE ON AGENCY MEMO CLARIFYING OPM POLICIES 
 
Issue a memorandum from your agency head to all agency employees clarifying the U.S. 
Office of Personnel Management (OPM) guidance on scheduling work and granting time 
off to permit Federal employees to participate in volunteer activities.  This agency memo 
should encourage employees to familiarize themselves with workplace flexibilities 
provided through OPM that grant employees more time to make a difference in their local 
communities and answer the President’s Call to Service.  Refer to Attachment 2 and 3 of 
this tool kit for the exact language of the OPM guidance and corresponding 
memorandum. 
 
GUIDANCE ON WEBPAGE 
 
The agency webpage on employee volunteer community service should be internal and 
provide information on employee volunteer programs as well as any other relevant 
agency information regarding volunteer community service.  This site should also include 
links to the following: 
 

• President George W. Bush’s Call to Service and USA Freedom Corps 
(In his 2002 State of the Union Address, President George W. Bush challenged all 
Americans to give 2 years or 4,000 hours over the course of their lives in 
volunteer service.  And he created USA Freedom Corps, an office at the White 
House and a coordinating council across government, to strengthen Federal 
policies and help more Americans answer his call.  USA Freedom Corps is 
charged with fostering a culture of service, citizenship, and responsibility in 
America.) 
(http://www.volunteer.gov/) 
 

• USA Freedom Corps Volunteer Network 
(The USA Freedom Corps Volunteer Network is the largest online clearinghouse 
of volunteer opportunities.  To search the database, simply enter your geographic 
information, such as zip code or state, and your area of interest, and you can 
access service opportunities near your home or office, across the country or 
overseas.) 
(http://www.usafreedomcorps.gov/for_volunteers/find_opps/index.asp) 

 
• Record of Service 

(A Record of Service is a private journal of your volunteer time and experience in 
response to President George W. Bush’s Call to Service.  You can keep a record 
of your activities serving your neighbor, your community, your country and the 
world.  You can also use your Record of Service to track your service hours for a 
President’s Volunteer Service Award.) 
(http://www.usafreedomcorps.gov/for_volunteers/service_record/index.asp) 
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• The President’s Volunteer Service Award 

(Americans of all ages are answering the President’s Call to Service by 
volunteering and making a difference in their communities.  The President’s 
Volunteer Service Award, an initiative of the President’s Council on Service and 
Civic Participation, honors America’s volunteers and encourages even more 
Americans to get involved.) 
(http://www.presidentialserviceawards.gov/) 

 
• President’s Council on Service and Civic Participation 

(In January of 2003, by Executive Order, President George W. Bush announced 
the formation of the President’s Council on Service and Civic Participation.  The 
Council was established to recognize the important contributions Americans of all 
ages are making within their communities through service and civic engagement.  
The Council brings together leaders from the worlds of business, entertainment, 
sports, education, government, nonprofits, and the media.) 

(http://www.usafreedomcorps.gov/council/about/index.asp
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